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ALPHA MASTER INDEX CARDS:

3" x 51

below:

a.

b.

c.

e.

f.

g-

h.

i.

j-

' cards containing all or some of the data listed

Name

Address

CPA Certificate Number with Date Issued

Change of Name

Special Notations

Date of Death

Change of Address

Date of Examination

Results

CPA APPLICATION FILE:

Folders separated into three sections: (a) passing
applicants, (b) failing applicants, and (c) reciprocal
CPA's. Each folder contains all or some of the follow-
ing:

a. Requests for Applications

b. College Grade Transcripts

DIVISION

Retention

Retain permanently.

Retain in office for five
(5) years after date of
application. Retain in a
State records center for
fifty-five (55) years, then
destroy.
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c. Applications

d. Reports of Grades

e. Memoranda

f. Correspondence pertaining to educational
requirements, ability and moral character

ANNUAL RENEWAL FILE:

8h" x 11" forms returned by registrants at renewal time .
with the fee which is considered as both a roster and
bill card.

Retain for three (3) years
and audit, then destroy.

ADMINISTRATIVE CORRESPONDENCE FILE:

Original and carbon copies of correspondence pertaining
to the functions of the Board, pending legislation,
examinations and complaints against accountants for
alleged malpractice. Also filed here are intra-office
memoranda, college grade transcripts, summary reports,
and qualifications for applicants.

Retain for five (5) years,
then destroy.


